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1. Introductory Statement 
These guidelines are to be read in conjunction with the Procurement Policy.  They have 
been prepared to provide the reader with procedural guidance on procurement in 
accordance with the City of Playford’s Procurement Policy. 
 
Whilst the review period of this Guideline has been set to coincide with the 
Procurement Policy, periodic updates may be performed within this period, for such 
circumstances as system or procedural changes within the organisation. With this in 
mind, staff should ensure that they only reference the electronic registered version of 
this document to ensure most recent procedures are being undertaken. 

 

2. Supporting Documents 
City of Playford – Procurement Policy 
City of Playford – Industry Participation Policy and Associated Guidelines (In 
Development) 
City of Playford – Unsolicited Proposal Guidelines (In Development) 
City of Playford – Work, Health and Safety Policy 
City of Playford – Enterprise Agreement 

 
3. Understanding Governance or Legislative Requirements: 

During the purchasing process, you need to understand that there are multiple 
legislation documents that need to be considered. If you need clarification, the contracts 
team are available to help you determine the most pertinent aspects of the following 
Acts. 

 
o Local Government Act 1999 (SA) 
o Competition and Consumer Act 2010 (Cth)  
o Independent Commissioner Against Corruption Act 2012 (SA) 
o Security of Payment Act 2009 (SA) 
o Work Health and Safety Act 2012 (SA) 
o Environment Protection Act 1993 (SA) 
o State Procurement Act 2004 
o State Procurement Board Guidelines 

 



 

  
Page 3 of 15  

  

 
4. Understanding our Procurement Principles: 

During the purchasing process, you will be asked to use Playford’s Procurement 
Principles to assess your purchase.  The following table summarises and details 
application of the City of Playford’s Procurement Principles.  If you need clarification, 
the Procurement team are available to help you. 

 
Principle Definition In practice this means... 
Open and Fair 
Competition 
  

Ensuring that 
the purchasing 
process is 
impartial, open 
and encourages 
competitive 
offers 

 Using transparent, open, purchasing processes so 
that potential incumbents and the public can have 
confidence in the outcomes. 

 Adequately testing the market, whether by open 
tender or by seeking quotations, whichever 
process is applicable. 

 Avoiding biased specifications. 
 Treating all potential suppliers consistently, fairly 

and equitably. 
 Providing feedback to unsuccessful suppliers for 

their future learning. 
Probity, 
Accountability 
and 
Transparency 

Ensuring that 
our processes 
have verifiable 
integrity. 

 Identifying and dealing with conflicts of interest.  
 Maintaining confidentiality. 
 Ensuring that Council’s code of conduct is strictly 

observed.  
 Ensuring that all purchasing is undertaken in 

accordance with Council’s policies and 
procedures. 

Ethical 
Behaviour and 
Fair Dealing 

Valuing highest 
ethical and 
professional 
standards. 

 Ensuring that decisions are not influenced by self-
interest or personal gain.  

 Respecting the rights of tenderers/contractors. 
 Affording all suppliers with equal opportunity to 

supply to Council. 
 Establishing clear and easy to understand 

evaluation criteria and methodology. 
 Maintaining effective communication and provision 

of information to ALL suppliers throughout a 
process. 

 Providing consistent process and feedback on 
decisions made in relation to a suppliers 
submission. 

Value for 
Money 
  

Achieving the 
desired outcome 
at the best 
possible price. 

 Weighing up the benefits of the purchase against 
the cost of the purchase.  Value for money factors 
need to be specifically included in evaluation 
criteria and may include some or all of the 
following: 

 Meets the needs of our community. 
 Fit for purpose (immediate and future). 
 Life cycle cost (including disposal). 
 Continuous improvement opportunities. 
 Timely and efficient service delivery. 
 Quality Assurance;  
 Risk exposure 
 Supplier Capacity (eg managerial and technical 

abilities). 
 The possible benefits or purchasing via 

purchasing groups, cooperatives or together with 
other Councils. 

 The possible benefits of buying local. 
o shorter delivery times  
o local backup and servicing 
o the availability of spare parts 
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Risk 
Management 

Ensuring that all 
purchasing is 
undertaken with 
due 
consideration to 
the likely 
exposure to 
Legal, WH&S 
and Financial 
risk. 

 Adherence to Council’s OHS&W policies and 
SOP’s. 

 Ensuring that our purchase and contract 
agreements contain OHS&W provisions. 

 Assessment of any political implications. 
 Conducting of a risk assessment – Outlined further 

in section:3 of this document. 

Social, and 
Economic 
Sustainability 

Ensuring that all 
purchasing is 
undertaken with 
consideration to 
 Its value to 

our 
community. 

 Its effect on 
our 
economy. 

 Developing contracts that maximise opportunities 
and or benefits to both our community and 
Council; 
 The contribution to the achievement of other 

Council Plan objectives for Community 
Wellbeing, Economic Prosperity, 
Environmental Care and Organisational 
Excellence;  

 The potential for creating strategic 
partnerships and cooperative product 
development; 

 Where possible and within the law, supporting our 
local economy. 

 Encouraging local business to participate. 
 Giving preference to local businesses ONLY 

where all other commercial considerations are 
equal. (preference must not be given to local 
businesses just because they are local – this is a 
contravention of Trade Practices Act 1974 & 
Competition Policy Reform SA Act 1996). 

Environmental 
Sustainability 

Ensuring that all 
purchasing is 
undertaken with 
consideration to 
its impact on the 
natural 
environment. 

 Supporting environmentally responsible products. 
 Minimising the impact of our activities on our 

environment. 
 Recognising environmental innovation and or 

advancements in technology relating to energy 
efficiencies and resource sustainability. 

 

 

5. Understanding the Risk Involved with your Purchase 
 
Undertaking a risk assessment is not about avoiding risk, rather it is aimed at holistic 
consideration, understanding and management of risks within the procurement context.  
This section is aimed at assisting you through this process. 
 
Does your purchase involve 

 using a contractor/consultant; and/or 
 its value is in excess of $50,000? 

 
If YES, you will need to complete a Risk Assessment checklist – this is a quick tool to 
assist you to determine the risk level of your purchase.  The Procurement team assist 
in calculating the outcome.   
 
If NO, proceed to step 2 

 
Understanding the risk involved with a purchase helps Council to determine the 
appropriate contract to reduce any possible liability that Council may incur from your 
purchase. 
 
Council currently have 2 groups of contracts.  The first is the short form terms and 
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conditions. This type of contract is best suited to lower value lower risk and are the 
default terms attached to a purchase order when generated in Council’s finance 
system.   
 
The second is a series of contract documents that can be applied to specific situations 
and provide a much greater level of protection to Council for higher risk purchases.   
 
The contract officers will determine and prepare the appropriate document for your 
purchase. 
  





 

  
Page 7 of 15  

  

Step 2 What Value is your purchase? 
 

How you undertake your purchase is guided by the perceived risk (refer step 1) and 
what value your purchase is going to be. 
 
The difference between the following two tables is the type of contract that is required 
for your purchase in the $10,001 - $100,000 category. 
 

 

6. Low to Medium Risk Purchasing 
If you answered No to Step 1 or your risk indicator was low or medium, this means that 
your purchase is assessed as LOW TO MEDIUM RISK.  Please use the following table 
to help you determine what the appropriate method of procurement is for your 
purchase.   

 
 

What is the 
value of your 
purchase? 

$1,000 - 
$20,000 

$20,001 – 
$100,000 

$100,001 - 
$200,000 > $200,000 

What is the 
minimum 
requirement for 
your purchase? 

1 Quote 
3 Written Quotes 

or 
Selective Tender 

Selective (min 3) 
 or Public Tender 

Public Tender 

How do you 
make your 
purchase? 

Complete an 
online requisition 

 Procurement 
can assist with 

supplier 
sourcing if 
required. 

Complete an online 
requisition 

 Procurement can 
assist with 

obtaining quotes 
& tender if 
required. 

Complete Request 
for Service 

 Procurement will 
manage the 

process 

Complete Request 
for Service 

 Procurement will 
manage the 

process 

What type of 
contract is 
required for 
your purchase? 
 

Purchase order 
and short form 

terms and 
conditions 

Purchase order 
and short form 

terms and 
conditions 

Contract Contract 

How do you get 
an exemption 
from this 
process? 

 Complete an Exemption Request  (Refer appendix) 
 General Manager to approve the request. 

 
 

If your purchase is a schedule of rates, please estimate the yearly purchase value (the 
budget amount you have allocated for this project/activity for the next 12 months).  This 
is the figure that you use in determining what the value of your purchase is.  
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7. High Risk Purchasing 
 

If your purchase is assessed as HIGH RISK, please use the following table to help you 
determine what the appropriate method of procurement is for your purchase. 

 
What is the 
value of your 
purchase? 

$1,000 - $20,000 $20,001 – 
$100,000 

$100,001 - 
$200,000 > $200,000 

What is the 
minimum 
requirement 
for your 
purchase? 

1 Quote 
3 Written Quotes or  

Selective Tender 
Selective (min 3) 
or Public Tender Public Tender 

How do you 
make your 
purchase? 

Complete an online 
requisition 

 Procurement can 
assist with 

supplier sourcing 

Complete an online 
requisition 

 Procurement can 
assist with 

obtaining quotes 
& tender if 
required. 

Complete 
Request for 

Service 

 Procurement 
will manage the 

process 

Complete 
Request for 

Service 

 Procurement 
will manage the 

process 

What type of 
contract is 
required for 
your 
purchase? 
 

Purchase order and 
short form terms 

and  conditions or 
minor works 

contract 

Contract Contract Contract 

How do you 
get an 
exemption 
from this 
process? 

 
Complete an Exemption Request  (Refer appendix) 
 General Manager to approve the request. 

 
If your purchase is a schedule of rates, please estimate the yearly purchase value (the 
budget amount you have allocated for this project/activity for the next 12 months).  This 
is the figure that you use in determining what the value of your purchase is.  

 
 
8. Process Standing Exemptions 

 

Type Definition The Aim  How we apply 
this 

Emergency 
Purchases: 

An emergency is defined as:  
 A declared state of emergency under 

the Emergency Management Act 
2004. 

 An incident that requires activation of 
Council’s Emergency Management 
Plan and or Business Continuity Plan. 

 An incident declared by the CEO or 
Executive where the safety or security 
of any person or property associated 
with Council is threatened. 

 An external incident to which the CEO 
or Executive has authorised the 
provision of urgent support. 

 

The aim of this 
exception is to 
ensure Council has 
streamlined and 
flexible procurement 
processes to ensure 
that necessary 
responses are not 
delayed and that 
Council’s operations 
are maintained or 
restored as soon as 
practicable.   
 

Council will purchase 
goods and/or services 
during an emergency 
incident utilising 
preferred suppliers 
and taking into 
account Council’s 
procurement 
principles where 
possible. 
 
Council’s 
procurement 
principles are 
explained later in this 
document. 
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Higher value 
off the shelf 
goods: 

Higher value generic style goods can 
be purchased from a number of 
suppliers with minimal risk to Council.  
Criteria for this exception are: 
 Our purchase order terms & 

conditions are sufficient to manage 
the risk (Procurement staff can help 
you with this if in doubt). 

 The suppliers warranty of the 
goods is non-negotiable and is 
industry standard across all 
suppliers. 

 The goods do not involve any 
installation by the supplier or 3rd 
party. 

 The goods meet our purchasing 
principle requirements.  

The aim of this 
exception is to 
streamline the 
procurement process 
and alleviate the 
impost on the 
supplier and Council 
to go to unnecessary 
tender. 

This exception 
applies to purchases 
in this category under 
$200,000. 
 
The exception allows 
the purchase to be 
assessed using a 
minimum of 3 written 
quotes.   
 
Where the estimated 
value of the purchase 
is greater than 
$200,000 the 
purchase will need to 
be offered for tender. 
 
It is acknowledged 
that there may be 
some instances 
where you are unable 
to get 3 quotes.  This 
may be because of 
limited number of 
suppliers or supplier 
is unable to supply 
within the restricted 
time frame.  If this is 
the case, please 
ensure that your 
documentation shows 
the steps you have 
taken to get the 3 
quotes and/or reason 
for being unable to 
get the 3 quotes. 
 

Utilities Electricity, Water & Gas supply 
Services 

The aim of this 
exception is to 
streamline the 
procurement process 
and alleviate the 
impost Council to go 
to unnecessary 
tender. 

It must be noted That 
where services are of 
a contestable nature, 
Procurement will 
either conduct a 
tender process for the 
contestable element 
or utilise group 
arrangements such 
as those created by 
LGAP or the like. 
These agreements 
generally carry a 2-3 
year term. 

Utilities – 
Network 
infrastructure 

Electricity - SA Power Networks 
Water – SA Water 
GAS – APA Group 

 It must be noted That 
where services 
required contain a 
contestable 
component, due 
consideration should 
be given to splitting 
out those works to 
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achieve higher value 
for money. This 
should not however 
be to the detriment of 
the project time nor 
with an adverse 
increase in risk. 

Insurances Mutual Liability, Work Cover The aim of this 
exception is to 
streamline the 
procurement process 
and alleviate the 
impost Council to go 
to unnecessary 
tender. 

 

Miscellaneous 
Government 

Motor Vehicle Registration – DPTI 
Etc. 

  

 
 

9. Exemption Guidelines 
If an exemption outside of the types listed in section 6 is required, you will need to 
complete an exemption form and submit to a General Manager for approval prior to any 
engagement.  The General Manager will approve or decline your exemption based on 
below specified criteria.  No one criterion will warrant an exemption to the policy – the 
purchase must be assessed considering all criteria. 
 
Please note:   

 Information on exemptions granted will be reportable. 
 An exemption form submitted in retrospect of receipt of any goods and or 

services will be deemed not to be an exemption but a breach of Councils Policy. 
 

 

Indicator Criteria 
Possibility of Exemption 

Low Med High 

Suppliers How many suppliers are there in the market? 
Broad 
Market 

Limited 
Market 

Monopoly/ 
Duopoly 

Critical 
timeline 

If this purchase exemption isn’t granted and 
the project timeline is extended, will this impact 
the timelines of any other initiatives? 

Minimal 
impact 

Possible Definitely 

Grant 
Funding 

Will this purchase impact on obtaining grant 
funding or meeting grant funding 
requirements? 

No 
impact 

Minimal 
Impact 

Loss of 
funding 

Market Test Have we recently tested this supplier via an 
open tender? 

> 9 
months 

< 9 months - 
> 3 months 

< 3 months 

Community 
Impact 

Do the neighbouring community to the project 
have specific interest in the project? High Med Low 

Engagement 
Term 

How long is the anticipated engagement of this 
supplier/contractor? 

> 3 
months 

> 1 month - 
< 3 months < 1 month 

Benefit to 
council 

Are there any other benefits to council to grant 
this exemption? 

Minimal Some 
benefit 

Value for 
money 

 

  



 

  
Page 11 of 15  

  

 
10. City of Playford Enterprise Agreement  

In undertaking a purchase you will need to consider the City of Playford’s Enterprise 
agreement, in particular: 

 
Clause 23  -  Service Delivery 
Council is committed during the life of this Agreement to maintaining efficient and 
effective operations that deliver quality and cost effective outcomes to the ratepayers of 
the city. 
 
23.1 Council will continue to use a predominance of internal service providers where 

they continue to provide a high level of efficiency and cost effectiveness. 

23.2 Council will invest in appropriate skill development, systems and equipment to 
ensure its workforce is competitive. 

23.3 Council will determine the types and levels of services it will provide by 
undertaking research into the needs of the community and having regard to its 
capacity to pay. 

23.4 The use of contract labour is recognised as a legitimate way of managing the 
ongoing challenges of a growth Council in the delivery of services to an 
expanding community whilst also maintaining a committed and efficient 
workforce. 

23.5 Council may determine from time to time to utilise external service providers 
where any of the following criteria is met; 
- Specialised and/or highly technical tasks for which the Council does not have 
the necessary equipment, resources or expertise. 
Seasonal or short term work when employment of additional permanent 
employees cannot be justified (recognising that the relevant Awards and this 
Agreement allow for the use of fixed term, casual and Agency employees) 
- Large or labour intensive services where the Council is unable to apply the 
required equipment or resources without adversely affecting existing services or 
operations. 
- For the delivery of new services where it would be more efficient and cost 
effective to do so, whilst maintaining legislated safety standards and 
comparable levels of service. 

23.6 When Council proposes to contract out other operations or services not 
identified in 5 above, with the consultation and input from union representatives.  
This will be undertaken in a timely manner to ensure contracts will only be 
awarded when agreement has been reached by the parties involved.  A sub 
committee will be formed to discuss and make a recommendation on the 
contracting out of services to the WRCC.  This will be comprised of the: 
- Relevant Group Manager of the work area, 
- Workplace Union Representative of the relevant union, 
- Procurement officer. 
If a recommendation cannot be agreed then the matter will be referred to 
WRCC who shall deal with it in a timely manner.  WRCC’s role is to reach 
agreement on the proposal and ensure contracts are only undertaken following 
such agreement, based on the principles of trust, fairness and equity. 

23.7 Council commits to no net job losses directly related to contracting out of 
operations or services delivered by council. 
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11. Below $100,000 purchases explained 
 

NO QUOTE & NO PURCHASE ORDER – SUB $1,000 TOTAL VALUE. 

 
Sub $1000 purchases do not require evidence of a single quotation process being 
conducted; however it is always good practice to seek a quote prior to the engagement 
of any supplier to ensure that there is no confusion at time of invoice processing. 
  
1 QUOTE  - $1,000 TO $20,000 

If the purchasing tables in Step 2 indicate that only 1 quote is required, there is still a 
requirement for you to ensure that the purchase you are undertaking complies with 
Council’s Procurement Principles. Records of verbal offers received are to be 
maintained electronically or in hard copy and must include company, contact, date 
received, price and any other relevant detail. 
 
Please note:  Where possible purchases are to be undertaken from within our existing 
supplier database – the Procurement team can assist. 
  
 
3 QUOTES  - $20,000 TO $100,000 

If you are required to obtain 3 quotes before you make your purchase, the Procurement 
team are happy to obtain the quotes on your behalf; however, we also recognise that in 
many instances you will have more knowledge of the suppliers relative to your specific 
field of expertise.  

  
Where possible purchases are to be undertaken from within our existing supplier 
database – the purchasing team can assist. 
 
To assist in the process of obtaining quotes, a request for quote template is available.  
There are benefits to using a request for quote form: 

 Provides the opportunity to inform the supplier of our terms and conditions prior to 
placing the order.  Failure to do this may result in Council being bound by the 
suppliers terms and conditions and therefore the high possibility of differing payment 
terms, reduced warranties and indemnities, insurance and delivery responsibilities 
being unclear 

 A single form faxed or emailed to each supplier, ensuring that all suppliers are 
quoting on the same piece of work.  

 The form acts as a memory jogger to assist you in developing your purchasing 
requirements 
 

PURCHASES CLOSE TO THE $100,000 THRESHOLD 

If it is anticipated that a purchase will be close to or it is likely that the final value of a 
purchase will exceed the $100,000 threshold, the purchase is to be treated as if it 
exceeds the threshold. 
 

12. Above $100,000 purchases explained 
If the purchase table indicates you have the option for either Selective or Public tender, 
this section will assist you to make that decision.  The general rule is that we should go 
to public tender unless there is justification to undertake a selective tender.  
 
SELECTIVE TENDER 
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Selective tenders are generally used when there is a limited market of suppliers that 
would compete for this work or when we have already approached the market via an 
expression of interest. The purpose of this type of market approach is to reduce the 
cost associated with public tendering.   
 
The relevant Manager has the authority to approve the selective tender process in lieu 
of a public tender.  In deciding if a purchase is suitable for selective tendering the 
Manager should consider: 
 
 The number of suppliers in the market. 
 Whether Council has recently tested the market? 
 Whether Council has recently conducted an Expression of Interest? 
 Council’s procurement principles. 

 
The Procurement team are available to provide further assistance in the decision 
process. 

 
PUBLIC TENDER 
A public tender is an offer to the public to bid for a specified parcel of work.  This is the 
generally accepted approach to market for parcels of work in excess of $100,000.  
Public tenders are advertised via Tenders SA – www.tenders.sa.gov.au. 
 
KEY DIFFERENCES BETWEEN SELECTIVE AND PUBLIC TENDER 
The key differences between Selective and Public tender are: 

 Generally there are more tenders to evaluate through the public tender process. 
 A selective tender is more administratively time intensive as it requires 

individual approaches to each of the proposed tenderers as opposed the single 
release point of public tenders (Public tenders are managed through Tenders 
SA – www.tenders.sa.gov.au) 

 A public tender requires advertising, and therefore may have an increased cost. 
 
SPLITTING IDENTICAL NEED 

It is a Policy breach to divide a particular purchase into separate parts or use a 
particular method for calculating estimated total value for the purpose of circumventing 
an approach to the open market. 
 
 
THE TENDER PROCESS 
The process involved and responsibilities associated with a tender (both selective and 
public) are: 
 

Step Process Responsibility 

1 
Define the need/scope 
development 

Requester 

2 Complete a request for service Requester 

3 Research the market 
Procurement in consultation  

with requester 

4 Acquisition strategy 
Procurement in consultation  

with requester 

5 Document preparation Procurement 

6 Seeking and receiving offers Procurement 

7 Evaluating offers 
Evaluation Committee including a 

Procurement Team Member 
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8 Negotiation Requester and Procurement 

9 Purchase recommendation Procurement 

10 Form and execute contracts Procurement 

11 Contract management 
Project supervisor and or 

Procurement 
 
The Procurement team will guide you through the process and provide specialised 
advice to ensure your contract achieves the best possible outcomes. 
 

13. Submission Evaluation Methodology 
 

It is important to note that the correct evaluation of submissions is paramount to a 
successful process outcome. 

 
The procurement team maintains a suite of documents for each stage of a tender 
process, the most important of which is the evaluation matrix. The matrix is broken into 
several facets of evaluation criteria. Some criteria are weighted (Scored 
Mathematically) and some are not, just requiring an acknowledgement that the 
information was provided and or terms agreed to. 

 
All weighted criteria of an evaluation matrix should be set and agreed by the evaluation 
committee prior to market release of the request. This ensures that the “Goal Posts” 
are set from the very beginning and cannot be altered post receipt of submissions. This 
ensures a fair assessment of all submissions in relation to the predetermined scope, 
rather than being clouded by value adds or innovations from a single submitter. 

 
Value adds and innovation are certainly important factors of a process, however should 
not skew an evaluation away from the primary objective. 

 
The Value Adds section of the matrix is a weighted criterion, so carries the ability to 
alter an evaluation outcome. That said this section should not exceed 5% of the overall 
scoring methodology. With such a weighting, it does not carry sufficient to skew and 
assessment but given an equal technical and commercial scoring between two or more 
competing companies does give an ability to push one slightly higher from a 
mathematical assessment stand point. 

 
14. Industry Participation 

 
Industry participation in Council contracting is critical to the State, Playford and 
Northern Region, generating economic activity, work, investment and innovation to 
grow the local economy. 
 
Councils Industry Participation Policy (IPP) is designed to promote and measure the 
economic benefit to the State, Playford and Northern region from labour, capital and 
supply inputs as part of the tender evaluation process or through direct negotiation. 
 
Evaluation of Industry Participation elements are clearly defined in Councils Industry 
Participation Guidelines, which should be referenced prior to finalising your evaluation 
criteria. 
 

15. Unsolicited Proposals 
An unsolicited proposal is a new and innovative proposal from the private and non-
government sector that could assist the Council to achieve its strategic objectives or 
satisfy a community need. 
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An unsolicited proposal is a proposal submitted to the Council that has not been 
requested by the Council through its regular procurement processes. 
 
An unsolicited proposal may include a proposal for: 

 the purchase, lease or development of Council owned or managed land; 
 the delivery of goods or services to or on behalf of the Council; or 
 the provision of infrastructure for the community. 

 
Processes for identifying, facilitating and evaluating Unsolicited Proposals are clearly 
defined in Councils Unsolicited Proposals Guidelines. 

 
16. Forms & Tools 

Following are the necessary forms you will require to undertake your purchase. These 
forms can be downloaded from the Procurement Click Page. 

Please do not hesitate to seek the assistance of the procurement team, should you 
need. 

 

REQUEST FOR PROCUREMENT ASSISTANCE 
 
REQUEST FOR EXEMPTION 
 
REQUEST FOR QUOTE (INCLUDING QUOTATION RESPONSE) 
 
EVALUATION MATRIX TEMPLATE 


